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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Jessica Alarcon
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: MAlcantar
	personnel date: 06/16/2014
	PERCENT OF TIME: 30%
	activity: POSITION SUMMARYUnder direction from the Staff Services Manager I, Business Services, Emergency Response Cost Recovery and Safety Support Unit, this position is responsible for providing analytical support to technical professionals such as developing data tracking and analysis systems, assisting with financial oversight of grant programs, reviewing materials from potential and existing grantees and evaluating them for adherence to program guidelines.  In addition this position will work with DFM management and others to develop and maintain a database to track the creation, use, and funding of DFM contracts and other agreements and provide management reports on DFM contracting activities as well as providing general administrative support to the Division as necessary.  Assignments are broadly outlined and may have short turnaround times due to critical due dates within and outside of the Division.  The duties will require independent initiative and judgment, essential interpersonal skills, and the ability to identify and analyze critical data and policies.  ESSENTIAL FUNCTIONSThis position requires that the incumbent work cooperatively with the SSM I and with others; maintain regular, consistent, and predictable attendance; and exercise good judgment and initiative.  This position requires the incumbent to reason logically and creatively and work independently with only minimal supervision; utilize a variety of analytical techniques to resolve complex administrative problems; develop and evaluate alternatives; analyze data and present ideas and information effectively, both orally and in writing; consult with the SSM I and others and advise Management and others on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work; review and edit written reports; and establish and maintain project priorities.  The specific duties are:Provide financial and analytical support for grants program for flood control projects monitoring, tracking, and reporting all phases of the grant process such as planning, administrative, and capital expenditures.  Develop spreadsheets and databases to monitor project budget, expenditures, and fund reimbursement history.  Coordinate and work with State and local agencies to obtain required project data.  Analyze data to prepare reports on the grant activities, 
	classification: Associate Governmental Program Analyst
	appointee: Vacant
	dwr position number: 1402-5393-xxx
	sap personnel no: 
	sap position number: 50001187
	division: DFM/ BS/ERCR/SPS Unit
	mcr: 1
	percent2: 25%20%15%5%5%
	activity2: expenditures, and fund reimbursement, identifying existing and potential problems regarding the financial aspects of the grants and providing alternatives and making recommendations to Project Managers.  Run reports and provide financial data to the Division's Program Control Unit as requested.  Review project reports, supporting documents, and expenditure reports, analyzing them for compliance with regulatory mandates and grant guidelines, process reimbursement claims, evaluating for reimbursement eligibility and conduct additional research to make recommendations to technical staff to resolve problems related to the grants. In conjunction with technical staff, facilitate grant applications process, reviewing regulations to grant guidelines, assisting with scope of work development, award criteria and grant budgets.  Solicit comments on program guidelines or regulations from prospective grantees and the public, participate in or assist with public hearings as appropriate for developing program guidelines or regulations.  Act as liaison to DWR Contract Services Office to prepare and execute contract documents.  Participate in meetings with local agencies, State and federal agencies, and the public. Facilitate the development and maintenance of a database for tracking DFM Contracts, Interagency Agreements, grants, Memoranda of Understanding, and other agreements, as well as the use and funding of these agreements.  Research and analyze available data and information systems to identify pertinent information and work with management and staff to identify essential input and output for the system.  Facilitate data entry for the agreement tracking system, ensuring that all data is complete and up to date, and reviewing for accuracy.  Provide support to DFM related to more complex general administrative tasks assigned to the unit. Analysis, research, and budgetary proposals will be necessary to complete these ad-hoc projects as they become priorities.  Prepare reports and presentational materials as needed.  This may require gathering, researching, and analyzing data, and having an extensive knowledge of DFM and its mission to complete these tasks.  In coordination with other technical staff, design and revise tables and charts for consistent and valid expression of data.  Provide back-up support to others in unit as necessary.  During and after flood and other emergencies or disasters, participate in the activities of the Finance/Admin Section within the Flood Operations Center or Department Operations Center under SEMS.  Compile and provide concise and complete follow-up documentation to the Finance/Admin Chief, Flood Operations Director, and DWR and DFM management upon request.  Provide assistance and backup to the preparation, development, and revision of the DFM SEMS/NIMS policies and procedures.
	percent 3: 
	activity3: OTHER RESPONSIBILITIESThis position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal OES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	supervisor name: Jessica Alarcon
	employee name: 


